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DEPUTY FI RE CHI EF

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a highly responsible adm nistrative and
supervisory fire departnment position, the primary duty of which
is assisting the Fire Chief in planning, organizing, and
overseeing all operations of the fire departnent, in addition to
managi ng specific admnistrative functions. The enpl oyee of
this class perfornms the duties of the Fire Chief in the Chief's
absence and supervises all subordinate departnment enployees.
The Deputy Fire Chief provides for the production and
mai nt enance of departnment records and reports, nmnages the
i nventory and mai nt enance of supplies and equi pment, and assi sts
with the financial managenment of the departnent. The Deputy
Fire Chief has the authority to work independently and has work
reviewed by the Fire Chief. The class of Deputy Fire Chief
ranks directly bel ow that of the class of Fire Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which nmay be assigned. neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Perforns the duties of the Fire Chief in the Chief’s absence.
Manages the operation of one fire department function or
di vi si on, including the planning and organization  of
departnmental personnel, equi pment and apparatus. Evaluates the
effectiveness of the department by conducting inspections of
various divisions and observing departnent oper ati ons.
Recommends managenment or departnmental goals, objectives, and

policies for consideration by the Fire Chief. Participates in
the research and planning for prograns and activities of the
depart nment. Keeps informed on nodern fire fighting and

adm ni strative nmethods and | ocal trends that nay affect the fire
service. Recomends changes in departnent operations that wll
hel p obtain favorable 1SO ratings. |Investigates accidents and
conplaints involving the departnent, determ ning cause, and
taking action to correct the problem or to avoid future
acci dents.

Supervi ses departnment enployees by assigning work schedul es,
work or duty areas, and approving | eave. | nspects the
appearance of all assigned personnel and equipment. Hol ds
nmeetings with subordinates to receive and review reports, and
di ssem nate information. Evaluates the work performance of
subordi nates and di scusses work performance wi th subordi nates
and Fire Chief. Wites enployee evaluation reports. Mintains
di sci pline. Resolves enployee conplaints and grievances, and
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counsel s enpl oyees who are experienci ng work problens. Provides
assi stance in technical areas of work. Delegates authority to
subordi nates for the nore effective operati on of the departnent.

Participates in devel opi ng a personnel recruitnment and sel ection
program interview ng and reconmendi ng prospective enployees,
and providing informal or “on-the-job” training for new
enpl oyees. Assists in the devel opnment of a training programfor
the departnent, evaluates training needs, and maintains that
such program is properly staffed and supplied wth the
appropriate resources. Provides for enployee formal training in
the classroom or conducts drills and evolutions in basic
firefighting and rescue operations, safety, EMS and hazardous
mat eri al s operations, driving and the use of fire apparatus,
equi pnment, tools, and breathing apparatus.

Responds to alarnms or energency calls for which the departnent
is answerable. Directs activities and supervises the fire
conpany at the scene of a fire or other energency, performng
duties such as overseeing safety procedures, size-up, forcible
entry, ventilation, nozzle and hose handling, punp operations,
use of water supplies, protection of exposures, salvage and
over haul operations, and rescue operations. Supervises or
personally acts as part of the fire attack team Secures the
fire scene to protect evidence of suspected arson and assi sts
arson investigation personnel as necessary. Directs first aid,
CPR and energency nedical service operations at the energency
scene. Participates in handling emergencies involving hazardous
mat eri al s.

| nvestigates the causes, origins, and circunstances of fires
occurring within the jurisdiction. Col l ects information for
pre-fire planning by visiting public buildings, and inspecting
or directing the inspection of buildings to determ ne the
exi stence of potential fire hazards. Revi ews plans and
bl ueprints for new construction and nakes reports or
recommendat i ons concerni ng such pl ans.

Supervi ses the preparation and maintenance of all departnment
records, by review ng and deterni ning what i nformati on shoul d be
contai ned, and by inspecting systens and filing facilities

Conpi |l es and organi zes data needed for reports. Wites reports
and personally conpletes any forns and records required.
Supervises the preparation of LFIRS reports. Reads
correspondence addressed to the fire departnent and replies as
directed by the Fire Chief.

Assists in preparation of the departnmental operating budget by
conpi I i ng and organi zi ng data needed to prepare the departnent’s
budget. Manages the accounting for the noney and assets of the
departnent as assigned by the Fire Chief. lVeets with sales
representatives to review products. Makes recommendation on
maj or purchases for the departnment. Prepares expenditure and
revenue estinmates. Aut hori zes expenditures of funds, and
pur chases equi pnment and supplies, keeping such purchases wthin
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t he established budget.

Supervi ses the ogeneral care and nmaintenance of department
vehicles, fire fighting apparatus, stations, arounds, and
conmuni cati ons or other specialized equi pment. Personally tests
or directs the testing of departnent equipnent. Arranges for
needed repairs and inspects equipnent after repairs to check
that repairs were properly acconplished. Prepares and writes
specifications for new fire departnent equi pnment, and oversees
the bidding process. Mai ntains the inventory, orders and
di stri butes departnent supplies and equi pnent.

Answers questions for the public about the operation of the
departnment or any rel ated areas of enmergency services, including
inform ng the public about fire departnment work through talks
and denonstrations. Coordi nates special projects related to
public relations or the imge of the departnent. Coor di nat es
the work of the departnent with related federal, state, and
| ocal agencies, releasing information and gi ving assi stance when
needed. Acts as departnent representative to the news nedia.

Perforns rel ated duties as assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents |listed bel ow nust
be met by the filing deadline for application for adnm ssion to
t he exam nati on.

Must neet all requirenents of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates, and of |egal age.

After offer of pronmotion, but before beginning work in this
class, nust pass a physical exam nation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physica
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must possess a valid Louisiana driver’s |icense.
Must be a regular and permanent enployee in the class of

Firefighter/ Operator immediately preceding closing date for
application to the board.
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